MFC Committee Position Roles and Responsibilities:

Role:

All committee positions

Specific duties and
responsibilities:

Attend all committee meetings or provide apologies

Actively participate in all discussions (including emails) where input is valid

Ensure the MFC ACT discipline is not brought into disrepute through their actions

Sign off member attendances on their membership card

Welcome any new potential members and refer them on to the Discipline Coordinator,
Secretary, Treasurer to obtain further information about the club

Skills/Experience/Qualities
required:

Be a member of the club for at least one year

Be aware of the greater SSAA ACT and SSAA National and how we fit into that picture
Be personable and able to work with others

Be able to keep confidential matters confidential

Have or being willing to obtain Range Officer (RO) qualifications

What the club provides

SSAA ACT (Inc) to provide RO training as required

Role:

Discipline Coordinator

Specific duties and
responsibilities:

Chair Committee and General meetings ensuring that they are run efficiently and
effectively

Signing documents on behalf of the discipline

Ensuring all relevant information is made available to committee members

Ensuring the discipline is run according to its rules and any other strategic plan that has
been agreed to

Resolve disputes and grievances in the committee and discipline as a whole

Initiate projects

Oversee activities and projects

Ensure all necessary tasks for day to day running of the activities of the discipline are
carried out

Act as a signatory for the Club in all legal and financial purposes and monitor the clubs
bank account in particular payments made

Ensure Club asset register is current

Serve as a spokesperson for the discipline when required

Submit an annual report to the Club at the Annual General Meeting

Submit an annual report of the clubs activities and financial statement to the SSAA ACT
(Inc) prior to the SSAA ACT Inc AGM in September(?) each year Assist in the
development of partnerships with sponsors, funding agencies, local and state
government, shared facility users and organisations that are relevant to the goals of the
Club.

Co-ordinate activities within the discipline committee

Ensure clubs procedures and documents are in order

Ensure action items and resolutions are carried out

Attend most of the events the discipline runs

Actively represent the club at SSAA ACT (Inc) council meetings (? day of month)
Actively interact with CRO to ensure range bookings when the range calendar is created
each year

Issue weekly email of upcoming events and any other updates to all members
requesting email notifications

Distribute score sheets to all members int he week after a shoot

Welcome any new potential members, supply further information about the club and
where appropriate gain new financial members

Skills/Experience/Qualities
required:

Be well informed of all organisation activities and able to provide oversight

Be able to develop good relationships internally and externally

Be forward thinking and committed to meeting the overall goals of the discipline
Have a good working knowledge of the Committee Constitution, rules and duties of
office bearers

Be able to work collaboratively with other Committee Members




e Beagood listener and attuned to the interests of members and other interest groups

e Beagood role model and a positive image for the Club in representing the Committee
in other forums (e.g. Competition Association delegate meetings)

e Be a competent public speaker

What the club provides

Club stamp for licence and PTA use

Role:

Treasurer

Specific duties and
responsibilities:

e  Maintaining all financial records

e Monitoring the income and expenditure of the association

e Keeping committee members informed of the financial position of the association

e  Preparing and presenting financial statements to the club annual general meeting.
Supply a copy of the report 2 weeks prior to the AGM allowing time for general
circulation to members

e Prepare end of financial year statement for SSAA ACT Inc and forward to Discipline
Coordinator and SSAA Council prior to the SSAA ACT Inc AGM in September(?) each year

e  Allocating funds

e Developing budgets for new projects

e  Making payments and bank deposits

e  Preparing and managing the budget

e  Making recommendation of potential expenditure

e Representing the association on funding applications

e Maintaining custody of all securities, books and documents of a financial nature.

e administer all financial affairs of the club

e Maintain accurate financial records and prepare financial statements (e.g. Profit and
loss statement / budget etc.)

e keep true and proper accounts of all monies received and expended by the Club (lifted
straight from constitution) — possibly replaces above point and splits the ‘prepare
statements’ as already further above

e Distribute, collect and lodge all club membership forms and monies in conjunction with
the secretary.

e  Accept monies from members for SSAA ACT Range Fees. Transfer these funds to the
SSAA ACT account and notify the SSAA ACT Treasurer of the details. Notify SSAA ACT
Range Attendance of range pass details to load into the electronic sign-in system

e  Provide receipts for all monies received

e Act as an authorised signatory for the club bank account and monitor the account in
particular payments made.

e Keep records of bank statements

e Source supplies of consumables such as drinks, targets and patches

e  Welcome any new potential members, supply further information about the club and
where appropriate gain new financial members

e  Prepare and supply statements of financial status for a member to the firearms registry
as required

e Special event financial duties — for example Nationals has separate accounting
requirements including dinner

Skills/Experience/Qualities
required:

e  Good Organisational Skills

e Has some financial expertise

e Ability to maintain accurate records
e Dedicated Club Member

e Honest/Trustworthy

e  Computer skills

e Good communication skills

What the club provides

Club stamp for licence and PTA use




Role:

Secretary

Specific duties and
responsibilities:

Maintaining the register of members

Arranging meetings

Assisting the chairperson to prepare the agenda

Sending out notices for meetings

Keeping minutes and records

Attending to correspondence

Making sure all letters and other documents are properly filed

Keep records of all score sheets for attendance record purposes

Organising activities and events

Preparing newsletters / weekly emails

Distribute score sheets to all members int he week after a shoot

Maintaining custody of all books, documents, records and registers of the association.
Maintain an up-to-date copy of the constitution of the club and other appropriate
records

Monitor all correspondence both inwards and outwards

Formulate and update the club’s calendar of events

Maintain email list of members for club mail outs

Prepare and submit returns to Firearms Registry as & when required — both ACT and
NSW

Welcome any new potential members, supply further information about the club and
where appropriate gain new financial members

Skills/Experience/Qualities
required:

Be organized

Have good computer skills

Be a good communicator

Be able to keep confidential matters confidential.

What the club provides




Role:

Pistol Captain

Specific duties and
responsibilities:

Decide the course of fire for allocated monthly sub-discipline shoot, incorporating
requirements for Territorials and Nationals practice as well as Postal Competition entry.
Communicate Course of Fire to Discipline Coordinator and/or Secretary by start of week
before the monthly shoot to allow time for distribution to the whole membership.
Provide a pre-shoot briefing to the attending members.

Review, endorse and club stamp (where appropriate) ACT members permit to acquire
forms for MFC appropriate pistols and H licence applications (NSW licence and PTAs are
done by the Discipline Coordinator electronically).

Arrive on time to manage setup and pack up or delegate responsibility before the
schedule match start time.

Arrange Range Officers (RO) to run the matches (if Captain/vice not acting as RO).

Run courses of fire and act as Senior RO for the entirety of the scheduled event.
Forward score sheet to Discipline Coordinator/Secretary in the week following a shoot
for distribution to all members.

Report any safety issues to Safety Officer if not present at the time.

Notify Treasurer of the need for more equipment/consumables etc and assist in
sourcing such as appropriate.

Report annually on H attendance to NSW/ ACT Firearms Registry if required (electronic
system automates this).

Prepare and present a yearly sub-discipline report for the Club AGM. Supply a copy of
the report 2 weeks prior to the AGM allowing time for general circulation to members.

Skills/Experience/Qualities
required:

H licenced member.
Preferably holds a current instructor qualification — but not mandatory.
RO qualification highly desirable (can be done after election).

What the club provides

Club stamp for licence and PTA use.

Role:

Pistol Vice Captain

Specific duties and
responsibilities:

Assist the Captain decide the course of fire for allocated monthly sub-discipline shoot.
Arrive on time to manage setup and pack up.

Assist running courses of fire and act as an RO/ arrange an RO for the scheduled event.
Assist the Captain in their duties wherever possible or required.

Stand in for the Captain when they are not available.

Skills/Experience/Qualities
required:

H licenced member.
RO Qualification highly desirable (can be done after election).

What the club provides




Role: Trainer Captain

e Decide the course of fire for allocated monthly sub-discipline shoot, incorporating
requirements for Territorials and Nationals practice as well as Postal Competition entry.

e Communicate Course of Fire to Discipline Coordinator and/or Secretary by start of week
before the monthly shoot to allow time for distribution to the whole membership.

e Provide a pre-shoot briefing to the attending members.

e Arrive on time to manage setup and pack up or delegate responsibility before the
schedule match start time.

Specific duties and e  Arrange Range Officers (RO) to run the matches (if Captain/vice not acting as RO).

responsibilities: e Run courses of fire and act as Senior RO for the entirety of the scheduled event.

e Forward score sheet to Discipline Coordinator/Secretary in the week following a shoot
for distribution to all members.

e Report any safety issues to Safety Officer if not present at the time.

e Notify Treasurer of the need for more equipment/consumables etc and assist in
sourcing such as appropriate.

e Prepare and present a yearly sub-discipline report for the Club AGM. Supply a copy of
the report 2 weeks prior to the AGM allowing time for general circulation to members.

e A/Blicenced member.

Skills/Experience/Qualities . I
/Exp /Q e Preferably holds a current instructor qualification — but not mandatory.

required:

g e RO qualification highly desirable (can be done after election).
What the club provides Club stamp for licence and PTA use.
Role: Trainer Vice Captain

Assist the Captain decide the course of fire for allocated monthly sub-discipline shoot.
e Arrive on time to manage setup and pack up.

e Assist running courses of fire and act as an RO/ arrange an RO for the scheduled event.
e  Assist the Captain in their duties wherever possible or required.

Stand in for the Captain when they are not available.

Specific duties and
responsibilities:

Skills/Experience/Qualities e A/Blicenced member.
required: e RO Qualification highly desirable (can be done after election).

What the club provides




Role:

Rifle Captain

Specific duties and
responsibilities:

e Decide the course of fire for allocated monthly sub-discipline shoot, incorporating
requirements for Territorials and Nationals practice as well as Postal Competition entry.

e Communicate Course of Fire to Discipline Coordinator and/or Secretary by start of week
before the monthly shoot to allow time for distribution to the whole membership.

e Provide a pre-shoot briefing to the attending members.

e Arrive on time to manage setup and pack up or delegate responsibility before the
schedule match start time.

e Arrange Range Officers (RO) to run the matches (if Captain/vice not acting as RO).

e  Run courses of fire and act as Senior RO for the entirety of the scheduled event.

e Forward score sheet to Discipline Coordinator/Secretary in the week following a shoot
for distribution to all members.

e Report any safety issues to Safety Officer if not present at the time.

e Notify Treasurer of the need for more equipment/consumables etc and assist in
sourcing such as appropriate.

Prepare and present a yearly sub-discipline report for the Club AGM. Supply a copy of the

report 2 weeks prior to the AGM allowing time for general circulation to members.

Skills/Experience/Qualities
required:

e A/Blicenced member.
e Preferably holds a current instructor qualification — but not mandatory.
e RO qualification highly desirable (can be done after election).

What the club provides

Club stamp for licence and PTA use.

Role:

Rifle Vice Captain

Specific duties and
responsibilities:

e Assist the Captain decide the course of fire for allocated monthly sub-discipline shoot.
e Arrive on time to manage setup and pack up.

e  Assist running courses of fire and act as an RO/ arrange an RO for the scheduled event.
e Assist the Captain in their duties wherever possible or required.

Stand in for the Captain when they are not available.

Skills/Experience/Qualities
required:

e A/Blicenced member.
e RO Qualification highly desirable (can be done after election).

What the club provides




Role:

Tactical Captain

Specific duties and
responsibilities:

e Decide the course of fire for allocated monthly sub-discipline shoot, incorporating
requirements for Territorials and Nationals practice as well as Postal Competition entry.

e Communicate Course of Fire to Discipline Coordinator and/or Secretary by start of week
before the monthly shoot to allow time for distribution to the whole membership.

e Provide a pre-shoot briefing to the attending members.

e Arrive on time to manage setup and pack up or delegate responsibility before the
schedule match start time.

e Arrange Range Officers (RO) to run the matches (if Captain/vice not acting as RO).

e  Run courses of fire and act as Senior RO for the entirety of the scheduled event.

e Forward score sheet to Discipline Coordinator/Secretary in the week following a shoot
for distribution to all members.

e Report any safety issues to Safety Officer if not present at the time.

e Notify Treasurer of the need for more equipment/consumables etc and assist in
sourcing such as appropriate.

Prepare and present a yearly sub-discipline report for the Club AGM. Supply a copy of the

report 2 weeks prior to the AGM allowing time for general circulation to members.

Skills/Experience/Qualities
required:

e A/Blicenced member.
e Preferably holds a current instructor qualification — but not mandatory.
RO qualification highly desirable (can be done after election).

What the club provides

Club stamp for licence and PTA use.

Role:

Tactical Vice Captain

Specific duties and
responsibilities:

Assist the Captain decide the course of fire for allocated monthly sub-discipline shoot.
e Arrive on time to manage setup and pack up.

e  Assist running courses of fire and act as an RO/ arrange an RO for the scheduled event.
e Assist the Captain in their duties wherever possible or required.

Stand in for the Captain when they are not available.

Skills/Experience/Qualities
required:

e A/Blicenced member.
RO Qualification highly desirable (can be done after election).

What the club provides




Role:

Safety Officer

Specific duties and
responsibilities:

Observe MFC practices and matches were possible to assess safety standard, correct
deficiencies and record incidents

Receive reports of safety incidents

Report safety incidents to committee

Record safety incidents in an incidents register

Report serious incidents to SSAA ACT Inc Chief Safety Officer

Interact with SSAA ACT Inc Chief Safety Officer as & when required

Skills/Experience/Qualities
required:

Be organised

Have good computer skills

Be a good communicator

Be able to keep confidential matters confidential.

What the club provides

Role:

Chief Instructor/ Training Coordinator

Specific duties and
responsibilities:

Manage and implement all the training of new member H class shooters to MFC, ie

o Maintain a Training Waitlist, including Introduction Shoots

o Allocate students to courses

o Manage progression of students through training

o Liaise with Instructors to staff training
Advise new member shooters through the process of getting their H Class and becoming
part of the MFC handgun sub-discipline
House and maintain the club handguns specifically related to the training course ie: .22
rev, .22 self loading, 38/357 rev, 9mm self loading.Note: H INSTRUCTORS ONLY -
OPTIONAL
Be responsible for handing the above listed handguns out to members for use at club
shoots. Note: H INSTRUCTORS ONLY - OPTIONAL.

Skills/Experience/Qualities
required:

Current H Class instructors certification from SSAA ACT highly desirable

Experience in training and instructing

Be organized and arrange new members to attend training

Have good computer skills

Be a good communicator

The ability to store the club firearms listed above safely and as per requirements set out
in the ACT relevant legislation and regulations (H Instructor only)

Be endorsed for all club pistols (H Instructor only)

What the club provides

Registered User payments for club firearms




